Historic,  archived  document 

Do  not  assume  content  reflects  current 
scientific  knowledge,  policies,  or  practices. 


ORDERING,  RECEIVING,  AND  STORAGE  OF 
PRODUCE  IN  RETAIL  STORES 


MARKETING  BULLETIN  NO. 3 
Agricultural  Marketing  Service  and 
Federal  Extension  Service 
U.  S.  DEPARTMENT  OF  AGRICULTURE 


This  is  the  second  of  a  group  of  bulletins  that  the 
Department  will  issue  on  handling  produce  in  retail 
stores.     The  preceding  Marketing  Bulletin  was  No.  2. 
This  chapter  should  be  inserted  in  a  ring  binder 
immediately  following  the  bulletin  on  "Organization 
of  the  Work-Area  for  Handling  Produce  in  Retail 
Stores."    Together  the  bulletins  make  up  a  "Retail 
Produce  Manual." 

The  bulletins  present  step-by-step  instructions  that 
will  help  the  retail  store  managers  and  workers  save 
time  and  money  in  produce  handling  and  will  enable 
them  to  offer  consumers  produce  of  better  quality  with 
less  loss  from  waste  and  spoilage.    The  publications 
in  this  group  will  also  be  helpful  to  specialists  of 
the  Cooperative  Extension  Service  and  State  Departments 
of  Agriculture  in  their  marketing  work  with  retail 
stores.     These  bulletins  summarize  the  results  of  recent 
research  by  the  Agricultural  Marketing  Service  looking 
toward  improvement  in  handling  of  produce  in  retail 
stores .    The  research  is  part  of  a  broad  program  to 
improve  efficiency  in  marketing  of  agricultural  products, 
reduce  marketing  costs,  and  expand  markets  for  farm 
products . 

The  retail  store  operator  is  the  last  link  in  the  long 
chain  of  produce  handlers  and  is  the  only  person  with 
whom  the  consumer  has  direct  contact.    Unless  the 
retailer  offers  fresh  produce  in  a  satisfactory  manner 
to  the  consumer,  direct  or  indirect  losses  may  reflect 
back  through  each  handler  to  the  growers . 

This  publication  was  prepared  with  the  assistance  of 
Supermarket  News,  New  York,  N.  Y. 


For  sale  by  the  Superintendent  of  Documents,  U.  S. 
Government  Printing  Office,  Washington  25,  D.  C. , 
at    5  cents  each.     In  quantities  of  100  copies  or 
more,  this  price  per  copy  is  discounted  25  percent. 
Cash,  or  money  order,  should  accompany  your  order 
to  the  Superintendent  of  Documents. 
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ORDERING 


CONTROL  IS  THE  SECRET  OF  PROFIT 


Make  a  complete  inventory  before  ordering.    Develop  the  order  from 
the  inventory  and  expected  sales. 

Carry  only  what  you  need 

Keep  only  enough  merchandise  on  hand  to  maintain 
adequate  displays.     Excess  merchandise  increases 
the  age  of  all  the  merchandise  you  sell.  Your 
business  is  retailing,  not  speculation.  Order 
for  absolute  needs  only. 

Know  your  storage  space 

Don't  crowd  your  storage  space.     Excess  merchandise 
makes  it  difficult  to  get  items  out  and  results  in 
extra  work. 

Order  for  a  better  work  schedule 

Weekly  sales  must  be  anticipated.     Certain  less 
perishable  items  which  require  extra  work  (such 
as  bagging  of  potatoes,  apples,  etc.)  should  be 
ordered  into  the  store  early  in  the  week  to 
permit  the  work  to  be  done  in  advance  of  need. 
This  also  helps  to  even  up  delivery  loads. 

Use  old  records  if  available 

Take  a  closing  inventory  and  work  up  movement  records 
on  a  weekly    basis.    Keep  these  records  at  least  a 
year  for  reference.     Use  a  desk  to  hold  records. 
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RECEIVING  THE  PRODUCE  LOAD 


Be  Prepared 

The  Most  Important  Part  of  Receiving  is  Being 
Prepared  in  Advance. 

The  produce  manager  should  estimate  how  many 
Estimate  skids,  pallets  or  pieces  he  expects  to  receive, 

load  Merchandise  on  hand  should  be  consolidated  to 

make  room  for  the  new  load.     In  coolers  one 
Consolidate  wall  should  be  designated  for  new  merchandise 

and  all  old  items  moved  to  the  opposite  wall. 

With  this  system  new  merchandise  need  not  be 
Date  code  coded  (marked  with  the  date  of  arrival)  unless 

it  is  moved.     A  special  adjustable  stamp  or 

crayon  for  coding  should  be  provided. 

When  consolidating  the  cooler  for  early  morning 
receiving,  merchandise  to  be  trimmed  or  packaged 
Prepare  for  for  the  basic  setup  can  be  loaded  on  skids  or 

basic  setup  'dollies.     It  is  then  ready  to  be  taken  to  work- 

places first  thing  in  the  morning.     This  makes 
more  storage  space  available. 

At  the  end  of  the  day  empty  skids  or  pallets 
should  be  stacked,  all  refuse  containers  emptied 
and  returned  to  their  designated  locations,  and 
Clean  area  salvage  boxes,  bags,  trash,  aprons,  etc.  should 

be  picked  up  and  put  away.     Workplaces  should  be 
cleaned.     The  receiving  platform  and  the  entire 
backroom  and  cooler  should  be  swept. 


Further  information  on  receiving  and 
storage  of  produce  is  contained  in 
Marketing  Research  Report  No.  129, 
"Unloading  and  Receiving  Produce  in 
Retail  Food  Stores"  by  the  Wholesaling 
and  Retailing  Section,  Agricultural 
Marketing  Service. 
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RECEIVING 


When  the  Load  Arrives 

THE  RECEIVER  SHOULD : 

1 .     Clear  the  cooler  and  backrooms  and  check  the 
order  form 


Check  cooler 
and  order 

2. 


Segregate 


Move  in 
quickly 


Move  the  basic  setup,  retrims,  or  any  other  items 
out  of  cooler.  Be  sure  enough  storage  spaces  are 
clear  to  handle  the  quantity  to  be  received. 

Unload  and  pull  in  the  new 
merchandise 

When  unloading  segregate 
types  of  commodities  to 
eliminate  handling  later. 
Pallet  shipping  and  re- 
ceiving require  the  least 
overall  labor  but  can  be 
used  only  where  truck- 
bed-level  docks  or 
elevators  permit.  Semi- 
live  skids  work  well 
where  docks  are  not 
available  and  merchandise 
can  be  further  segregated 
as  it  is  loaded  on  these 
skids.     Skids  30"  by  60" 
handle  large  loads  and 
can  be  purchased  at  nom- 
inal costs.     Other  types 
of  dollies  are  available . 
Sides  can  be  added  to  skids 
or  pallets  for  watermelons  and 
some  bagged  items. 

In  smaller  stores  where  volume  does  not  warrant  skids  or 
pallets,  2-wheel  "clamp"  or  handtrucks  can  be  used  to  move 
stacks  of  merchandise  over  level  floors.     This  system 
requires  marking  storage  spaces  in  common  box  sizes. 

It  is  important  that  the  load  be  moved  in  quickly,  particular 
if  exposed  to  high  or  low  temperature.     Tests  have  proven 
that  produce  loses  as  much  freshness  and  "bloom"  in  2  or  3 
hours  at  high  temperature  as  in  5  or  6  days  in  the  cooler. 
Another  reason  for  moving  the  load  in  quickly  is  so  clerks 
can  get  to  the  merchandise.     If  the  clerks  must  go  to  the 
truck  for  needed  items  this  upsets  the  receiver  and  truck 
crew,  and  also  makes  the  load  more  difficult  to  handle. 
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3.    Check  the  load 


Count  it 
Check  condition 


Park  properly 


Small  items 
to  shelves 


Make  sure  you  get  each  item  you  are  charged  with. 
Also  check  the  condition  of  the  produce.  If  it's 
off-quality,  keep  a  record  and  inform  the  produce 
manager  immediately. 

4.  Park  the  load  in  appropriate  slots 

Space  should  be  left  between  or  in  front  of 
the  pallets,  skids,  or  stacks  for  breakdown 
of  the  load  where  items  are  mixed.  This 
facilitates  "digging  out"  necessary  items. 
Small,  loose,  or  single  items  should  be  moved 
immediately  to  proper  shelves,  and  coded. 

The  cooler  may  be  too  small  to  hold  all 
refrigerated  merchandise,  particularly  on  days 
when  there  is  a  large  load.     In  this  case 
older  merchandise  which  you  plan  to  use  soon 
should  be  taken  to  work  stations  to  make  room 
for  the  new  merchandise.     Old  merchandise  should 
be  prepared  and  loaded  on  wheeled  equipment  in 
advance.     Occasionally  on  busy  weekends  it  may 
be  necessary  to  park  some  new  merchandise  outside 
temporarily  until  space  is  available.     This  should 
be  the  hardest  items  and  for  a  short  time  only. 

5.  Keep  doors  and  exits  locked 


Lock  up 


This  is  a  most 
important  security 
measure .  Only 
authorized  persons 
should  be  allowed 
in  your  department. 
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ORDERLINESS 


During  the  work  day 

Keep  stacks  neat  and  remove  skids  or  pallets  as  they 
become  empty. 

On  mixed  skids  or  pallets  the  crates  on  top  of  needed 
Keep  neat  merchandise  are  set  aside  in  breakdown  areas  between 

or  in  front  of  skids.     This  merchandise  may  have  to 
be  restacked  from  time  to  time  as  space  becomes 
available. 

Clerks  should  be  instructed  always  to  check  the 
Use  old  first  "old"  side  of  the  cooler  first  before  using  "new" 

merchandise.     Watch  your  date  codes. 

Sometimes  new  merchandise  which  is  riper  than 
stock  on  hand  should  be  used  first.  It  is  up 
to  the  produce  manager  to  notify  the  crew  and 
identify  the  items. 
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Where  conveyors  are  used 

In  some  stores  where  pallets,  skids,  or  2-wheel 
trucks  cannot  be  used,  conveyors  may  represent 
the  most  efficient  receiving  method.     This  is 
particularly  true  in  multilevel  or  basement  stores. 

Conveyor  systems  should  deliver  the  product  to  its 
final  storage  space 

Where  conveyors  cannot  be  arranged  to  reach  the 
whole  department  sometimes  a  combination  of 
conveyors  and  skids  or  handtrucks  can  be  used 
most  effectively.    Merchandise  can  be  fed  from 
truck  to  basement  by  conveyor  and  unloaded  on 
skids  which  are  then  moved  to  storage  and  parked. 

In  any  system  the  same  principle  applies--the  more 
Reduce  handling  handling  of  individual  cases  the  greater  the  labor 

cost  and  the  greater  the  shrink  to  the  produce. 

In  order  for  conveyors  to  work  properly  on  many 
bagged  or  incompletely  crated  produce  items,  "flats" 
are  needed.     These  consist  of  pieces  of  plywood  or 
Provide  flats  hardboard  about  12"  by  30"  on  which  items  such  as 

sacked  potatoes  can  be  placed  to  roll  on  the  conveyors. 
The  flats  are  passed  back  to  the  truck  in  batches. 
These  flats  are  much  preferred  to  basket  lids  or 
similar  items  often  used.     A  supply  of  boxes  or  tubs 
are  needed  for  receiving  bulk  watermelons  or  similar 
items  on  conveyors . 
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